Preparing a SUD Agency for Medicaid Billing Through WITS

Change Your Agency Address
Type to Agency Billing

1. Getting here: Login, on the Navigation Pane
(left menu) select Agency to activate the
Agency List menu.

2. Go to Agency Profile, Addresses/Phone.
Click on Review in the Actions column.

3. Change the Agency Type to Agency Billing.

4. Click Finish.

Addresses Add Address

Address Type Address
G100 W Emerald Suite 150

Baise D 65704 ofice (208) 3750752 930am3 Review | Delete
\ \

Phone Updated Actions
Agency Biling

Address Information

Address Type IAgency Billing - Confidential | Mo d
Address Line 1 |B1DD W Emerald Suite 160

Address Line 2 | b/
City |Bnise \ State [D = Tip [83704

Phone Numbers Add Phone
Type Number Actions
office (208) 375-0752 Review | Delete

Cancel

Finish
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Insert Your Agency Tax ID in
the Payor Plan for Medicaid
OPTUM

Payor Plan List Addew Payor Plan
Company

Plan Hame CH Agency Plan Type HIPAA Payor D Billing Form » Actions

DHAOptum  Medlicaicl - CPTUM Meticaid 030111864 B3P
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2. Choose Agency Plan Profile from the

navigation panel.

Q The provider IDs indicated here are not sent on 5010 837s.
Agency Profile for Medicaid - OPTUM

Billing Form 837P

3. Insert your agency tax ID number in the , ‘
. . . Agency Secondary Provider # Secondary Provider # Type |
Submitter ETIN, Application Sender #, and ‘
HIPAA EDI Information

InterChange Sender # field. Submitter ETIN{% Application Sender # Interchange Sender #

|
4. Click Save and click Finish. " \j
Insert agency tax ID in R .

0 each of these fields




Enter National Provider ID and
Federal Tax ID on Agency
Profile

5.

Getting here: Click on Agency, Agency List,
Agency Profile. Enter the National Provider

ID and Federal Tax ID to the corresponding
fields.

Enter Agency EDI Contact

6.

9.

Getting here: Click on Contacts. Click on
Add Contact.

Select the Staff.

Select Agency EDI Contact in the Contact
Type field.

Select Active in the Status field.

10. Click Save and click Finish.

NOTE: The Staff Profile of the user must
contain a phone number and email address.
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Contacts for D Williams Agency
Contact Type Name Status Created Effective Actions

Staff | Williams, Dennis

Contact Type IAgency EDI Contact h

Effective Date |5/6/2014 o
Ective

Manager Marne

Cancel




Enter Staff National Provider
ID on Staff Profiles

1. Getting here: Click on Agency and Staff List.
2. Click Go.

3. Locate staff and click Review in the Actions
column.

4. Enter National Provider ID on the Staff
Profile.

NOTE: Please see instruction on Adding
Clinical Supervisor to Encounters Quick Start
Guide for all staff who do not have a National
Provider ID number.

Register for an Account on
Connectivity Director

5. Register for an account with Connectivity
Director at
https://www.unitedhealthcarecd.com.

NOTE: Please see separate instruction on
registering for a Connectivity Director account.

Agency Staff Search

Agency | D Williams Agency =1 User 1D [
Staff Active Indicatar [Active =]
\ First Name |

2)

Last Name [

Access Category | B |

Agency Staff List Add New Agency Staff Record
Last Name ~ First Name Agency Email Has System Access # Days Since Last Legin ResetLogon Actions

willizms Dennis Eg\‘;‘g‘t":ms williarmsd@dhw.idaho gov Yes a7 % evisw
Training Sridgeway Healtn Eg\‘gﬂ‘c";ms lesliekm@grmail com Yes @ Eramnuals Revievs
Training Riverside 2 D williarms riversiderecover@cableone net | Yes 238 Heset Review

,,,,,,,,, Agency Credentials

sStaff Profile

riddle [
Gender I Male v|

First Mame |Dennis Last |Wi|liar‘ns

DOE |

Prof. Credentials |

Taxonomy
CTategory l

N -~
Specialty I @

Sub-Category l

Lo

Email |wi|l|amsd@dhw idaho.gow Staff Type I Clinical Supervisor

Social Security |
@atlanal Frovider IO |1 2345678
Title | =4 |
Start Date ,W End Date ,7
Dew Plan Date ’7 Ferf Rew ’7

Last TE Test Date ,7
Folicies & Frocedures Manual Reviewsed? Iﬁ’ Background Check Outcomes S&cceptable? m

Required Background CThecks Completed? IYES = i Last Performance Appraisal Process Participation? IYES = I

Cancel R Save R Finish P S

Clinical Supervisor I

Manager MName IWlIIlamS, Dennis

Employment Type I
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